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CITY OF BRENTWOOD 
REQUEST FOR QUALIFICATIONS 

 
 

The City of Brentwood (“City”) requests a statement of qualifications (“SOQs”) from qualified 
individuals or firms (individually, a “Respondent” and collectively, “Respondents”) for Council 
Chamber Audiovisual System Design and Consulting Services (the “Project”). 
 
1. ABOUT THE CITY 
 

The City is a general law city located in east Contra Costa County, with an estimated 
population of 65,300.  Additional information about the City is available online at: 
https://www.brentwoodca.gov.  

 
2. THE SERVICES 
 

A. Summary.  The City requires audiovisual system design and consulting services 

for the purpose of updating the audiovisual equipment within the City’s Council 

Chambers. The City is seeking to improve and upgrade the overall audio and visual 

experience for all participants and attendees of meetings held in the Council Chambers.  

The current system has aged beyond what can be effectively supported or used to 

support the City’s needs.  Respondent will determine the types/levels of upgrades, viable 

options, budgets, and realistic deployment timelines to meet the City’s goals.  

Respondent will then use this information to develop designs which will ultimately be 

constructed as part of a separate solicitation process.  The selected Respondent will be 

expected to contribute throughout all of these processes, including the subsequent 

solicitation process.  An example of some of the anticipated items needing to be 

addressed include (but are not limited to): 

 High Definition audio and visual production. 

 Effective switching of audio and visual sources including cameras, presentations, 

video, and any other sources of electronics as identified by City staff. 

 Control System for efficient control of various components by meeting hosts and/or 

City Clerk in support of live, virtual and hybrid (live and virtual) meetings. 

 Live streaming video through various channels including the City’s current agenda 

management system (MinuteTraq/IQM2) as well as other common streaming 

platforms such as YouTube. 

 Sufficient automation and control system configuration to allow for the possibility of 

meetings to be held without requiring the presence of technical staff. 

 Consistent and easy to use experience for participants and attendees whether 

virtual, live or some combination of both. 

 Meet current ADA compliance standards. 

 Ability for City staff to receive post-installation support within well-defined service 

levels. 

 

https://www.brentwoodca.gov/
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B. Form of Agreement.  A copy of the City’s standard Professional Services 
Agreement (“Agreement”), is attached and incorporated as Exhibit A. By submitting a 
SOQ, the Respondent agrees to enter into the Agreement using the attached form with 
no exceptions to the form of the Agreement. 
 
C. Be advised that pursuant to Government Code section 1090, the 
Respondent awarded the Agreement will be excluded from bidding on any 
subsequent solicitation(s) based on the Scope of Services provided pursuant to 
this RFP.   
 
D. Scope of Services.  The required Scope of Services is attached and 
incorporated as Exhibit B (“Services”). By submitting a SOQ, the Respondent 
represents that it is fully qualified and available to provide the Services as set forth in the 
Scope of Services, and that it agrees to provide those Services as specified if it is 
awarded the Agreement, which will attach and incorporate the Scope of Services.  
 

3. REQUEST FOR QUALIFICATION PROCEDURES 
 

A. Requests for Information.  Questions or objections relating to the Request for 
Qualifications (“RFQ”), the RFQ attachments, the RFQ procedures, or the required 
Services may only be submitted via email to Michael Baria, Chief Information Systems 
Officer, at mbaria@brentwoodca.gov by 4:00 p.m., April 5, 2021 (the “Request for 
Information Deadline”). Any questions or objections that are not submitted in the 
manner specified and by the Request for Information Deadline will be deemed waived. 
City will not be bound by the oral representations of any City officials, employees, or 
representatives.  
 
B.  Site Walkthrough.  A site walkthrough will be held on March 30, 2021 from 10:00 
a.m. to 12:00 p.m., at the Council Chambers located at 150 City Park Way, Brentwood, 
CA 94513.  This walkthrough is optional.  Prospective Respondents who attend are 
required to comply with all local, state, or federal laws that have been or may be enacted 
in response to the COVID-19 pandemic, including all of the Contra Costa County Health 
Orders.  Failure to comply may result in prospective Respondents disqualification from the 
RFQ process. 
 
Prospective Respondents will have the opportunity to ask questions about the RFQ and 
the required Services. At the walkthrough, Respondents may be asked to sign-in and 
provide an email address  
 
C. Submittal Instructions.  SOQs must be received by the City by or before April 
12, 2021 at 4:00 p.m. Pacific Daylight Time (“SOQ Deadline”). Respondent must submit 
one copy of the SOQ in electronic format (pdf or Word) via email to Michael Baria, Chief 
Information Systems Officer, at mbaria@brentwoodca.gov with the subject line stating: 
“SOQ for Council Chamber Audiovisual System Design and Consulting Services” by the 
SOQ Deadline. Late submissions will be disregarded. 
 

mailto:mbaria@brentwoodca.gov
mailto:mbaria@brentwoodca.gov
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D. Planned RFQ Schedule.  The following schedule is provided for planning 
purposes based on current information. However, all dates are subject to revision, 
including the SOQ Deadline, and may be amended by addenda to this RFQ: 

 

ACTIVITY PLANNED DATES/TIME 

RFQ Issued  March 16, 2021 

Site Walkthrough (optional) March 30, 2021 @ 10:00a.m. 

Request for Information Deadline April 5, 2021 @ 4:00p.m. 

SOQ Deadline April 12, 2021 @ 4:00p.m. 

Interviews (if requested by City) April 15, 2021 

Notice of Selection April 16, 2021 

Commence Services April 26, 2021 

 
 

E. Addenda. City reserves the right to issue addenda to modify the terms and 
conditions of this RFQ, including modifications to the SOQ Deadline or to the Exhibits to 
this RFQ. Addenda will be posted on the City’s website at 
https://www.brentwoodca.gov/ITProjects. Each Respondent is solely responsible for 
checking the City’s website for addenda, and for reviewing any and all addenda before 
submitting its SOQ. 

 
 
4. SOQ REQUIREMENTS 
 

Each SOQ must be submitted in compliance with the requirements of this RFQ. Each 
SOQ must respond to the items listed below. Clarity and brevity are preferable to 
volume. Unless requested, do not attach brochures or promotional materials to the SOQ. 
SOQs should not exceed _30_ one-sided pages, excluding any tabs or dividers. 
However, resumes may be included in an appendix and will not be not counted in the 
total page count. By submitting an SOQ, the Respondent agrees that the pricing and 
proposed approach to providing the Services, including staffing, constitute a firm offer to 
enter into the Agreement with the City, and that the offer will remain open for 60 days 
following the SOQ Deadline.  

 
A. Cover Letter.  Provide a brief cover letter that includes all of the following 
information:  
 

(1) Respondent’s name, address, phone number, and website address;  
(2) type of organization (e.g. corporation, partnership, sole proprietorship; and 
State of formation.);   
(3) a summary of general information about Respondent and the types of 
services it provides in relation to the Services required by the City; and 
(4) contact information, including name, title, address, phone number, and email, 
of Respondent’s primary representative for purposes of this RFQ.  
 

The cover letter must be signed by a representative that is authorized to bind 
Respondent by contract and must state his or her name, title, and email address. 
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B. General Qualifications.  Provide a brief description of the Respondent’s 
business, including the number of years in business under the current name. Describe 
the size of the business, including total number of employees and offices, and identify 
and briefly describe each local office that will be involved in providing the Services if 
awarded the Agreement. Describe how and why Respondent is qualified to provide the 
Services.  

 
C. Experience.  Identify services Respondent has provided in the last five years 
that are similar in scope and nature to the Services required by this RFQ, particularly 
with respect to services provided to other cities or public agencies for projects totaling 
$250,000 or more. For each example, provide (1) a brief description of the services 
provided, (2) an explanation of why this experience is relevant to the required Services, 
and (3) the name and address of the contracting agency, including contact information 
for a reference check (name, title, phone number, and email address). 
 
D. Staffing.  Identify by name and title Respondent’s key personnel that will be 
assigned to provide the Services and for each, include a resume with his or her 
education, training, and experience. Identify by name, address, and website, each 
subconsultant or subcontractor, if any, that will be involved with providing the Services, 
including the proposed role for each such subconsultant or subcontractor. Include all 
applicable license numbers for any license required to perform the Services. 

 
E. Price.  Provide a detailed price proposal that is fully inclusive of all costs to 
provide the Services included in Exhibit B, including hourly billing rates, all labor, 
materials, equipment, supplies, the insurance required under the terms of the 
Agreement, travel fees, and any additional cost(s) the City would incur if Respondent is 
awarded the Agreement.  
 
F. Proposed Approach. Briefly describe Respondent’s proposed approach to 
providing the Services and how that approach will offer value to the City. 
 

 
5. EVALUATION 
 

The factors that the City will consider in evaluating SOQs are as follows:  
 

 General qualifications    1-15 points 

 Relevant experience    1-15 points 

 Proposed staffing    1-15 points 

 Pricing      1-15 points 

 Proposed approach    1-10 points 

 Responsiveness    1-10 points 

 References     1-10 points 

 Interviews (if requested)   1-10 points 
 
6. SELECTION AND AWARD 
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A. Review.  SOQs will be reviewed for responsiveness and evaluated and ranked 
based on the factors listed in Section 5, above. When the evaluation is complete, the 
SOQs will be ranked based on total scores to identify the SOQ that provides the best 
value to the City. Acting in its sole discretion, the City may elect to conduct interviews 
with shortlisted Respondents. Interviews are not public meetings as defined by California 
open meeting laws (the Brown Act).   

 
B. Award.  The City staff will recommend award of the Agreement, if at all, to the 
Respondent that is determined by the staff to offer the best value to the City based on 
the City’s review, as outlined above. Acting in its sole discretion, City staff will submit its 
recommendation to the City Council or the awarding officer, as applicable and, for award 
of the Agreement to the Respondent that it determines to offer the best value. The 
Respondents will be notified of staff’s intended recommendation by a Notice of Selection 
that will be posted on the City’s website at https://www.brentwoodca.gov/ITProjects, and 
which may also be emailed to each Respondent that submits an SOQ.  

 
C. Protest Procedures.  Any protest challenging the City’s intended selection or 
the selection process must be submitted no later than 5:00 p.m., on the fifth business 
day following the date of the Notice of Selection. The protest must be submitted in 
writing via email to Michael Baria, Chief Information Systems Officer, at 
mbaria@brentwoodca.gov, and must clearly specify the basis for the protest. The protest 
will be reviewed by the Director of Finance and Information Systems in consultation with 
the City Attorney’s Office, and the reviewing individual’s determination on the protest is 
final. No public hearing will be held on the protest. Time being of the essence, the City 
reserves the right to proceed with award of the Agreement and commencement of the 
Services notwithstanding any pending protest or legal challenge. 
 

7. MISCELLANEOUS 
 

A. Disclaimers and Reservation of Rights.  Upon receipt, each SOQ becomes 
the sole property of City and will not be returned to the Respondent. Each Respondent is 
solely responsible for the costs it incurs to prepare and submit its SOQ. The City 
reserves, in its sole discretion, the right to reject any and all SOQs, including the right to 
cancel or postpone the RFQ or the Services at any time, or to decline to award the 
Agreement to any of the Respondents. The City reserves the right to waive any 
immaterial irregularities in an SOQ or submission of an SOQ. The City reserves the right 
to reject any SOQ that is determined to contain false or misleading information, or 
material omissions. 

 
B. Conflict of Interest.  Respondents must disclose to the City any actual, 
apparent, direct or indirect, or potential conflicts of interest that may exist with respect to 
Respondent, any employees of Respondent, or any other person relative to the Services 
to be provided pursuant to this RFQ. This RFQ process will be conducted in compliance 
with all laws regarding political contributions, conflicts of interest, or unlawful activities.  
In accordance with Government Code Section 1090, Respondents who have 
participated in preliminary discussions, negotiations, reasoning, planning, and/or drawing 
of plans and specifications for previous agreements related to the same scope of work, 

mailto:mbaria@brentwoodca.gov
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will be excluded from consideration for the award of the Agreement.  City employees are 
prohibited from participating in the selection process for this RFQ if they have any 
financial or business relationship with any Respondent. 

 
C. Public Records.  The City is subject to the provisions of the California Public 
Records Act (Govt. Code § 6250 et seq.) (the “Act”), and each SOQ submitted to the 
City is subject to disclosure as a public record, unless the SOQ or any portion thereof is 
exempt under the Act. If a Respondent believes that any portion of its SOQ is exempt 
from disclosure under the Act, it must clearly identify the portion(s) it believes to be 
exempt and identify the basis for the exemption. Each Respondent bears the burden of 
proving any claimed exemption under the Act, and by submitting an SOQ, a Respondent 
agrees to indemnify, defend, and hold harmless the City against any third party claim 
seeking disclosure of the SOQ or any portions thereof. 

 
 
Exhibits: 
 

Exhibit A – Form of Agreement 
Exhibit B – Scope of Services 
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Exhibit A – Form of Agreement 
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Exhibit B – Scope of Services 
 
1. Overview:  Evaluate existing conditions, recommend audiovisual components and 

infrastructure, develop bid documents, provide construction installation oversight to 

ensure design conformance. 

a. Duration and Hours. Until complete but desired at no longer than 150 calendar 

days. 

(1) Perform condition assessment services 

(2) Provide recommended solutions with cost comparative analysis 

(3) Assist with developing bid documents and participate in bid process 

(4) Participate in construction progress meetings 

2. Condition Assessment: Under the guidance of City staff, conduct a detailed high level 

assessment of the current state of the Council Chambers’ power, infrastructure and 

audiovisual components. 

3. Provide recommendations and estimate options: 

a. Component list for new system including estimated replacement value and 

suggested refresh dates for each component. 

b. Plans, designs, specifications, cost estimate of the proposed audiovisual system. 

c. Arrange demonstration meetings with equipment manufacturers, if appropriate. 

d. Develop preliminary construction schedule. 

4. Assist with the development of bid documents and participate in bid process for the 

subsequent solicitation: 

a. Provide catalogue cuts. 

b. Develop front end and technical specification for the purpose of soliciting bids 

and sourcing equipment. 

c. Develop single line diagrams. Perform reviews on all associated consultant 

design, if needed. 

d. Review   existing   cabling   technical   specifications   and   recommend   specific 

improvements. 

e. Recommend Special Conditions items, if appropriate. 

f. Participate in Pre Bid meeting, Bid Opening and submittal evaluation, as needed. 

Tasks.   The following are the expected tasks and deliverables associated with the Project: 

1. Task 1: Project Initiation 
 

Work with City staff to coordinate and facilitate a kick-off meeting to review the functional 

objectives and establish an estimated timeline for design completion, as well as review current 

system documentation, including a walkthrough (physical or virtual) of the existing Council 

Chamber audiovisual system. 

2. Task 2: Research and Analysis Phase 
 
Review available background materials and any other relevant information.  Meet with 

City staff members most knowledgeable about the Project.  Conduct high-level field inspections 
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of Council Chambers.  Validation of existing conditions of power and data in the Council 
Chambers.   
 
Prepare a summary report of findings which identify observable and potential issues and 
challenges for audiovisual upgrades, as well as viable alternatives and recommendations. 

3. Task 3: Implementation 

Based upon comments and information received through Tasks 1 and 2, continue work 

to completion including: 

 Complete the conditions assessment; 

 Develop cost estimates; 

 Prepare  detailed  audio visual specifications (including design plans, bid 
schedule and technical specifications) to include recommended equipment, 
software, and infrastructure; 

 Draft component list for new system including estimated replacement value 

and suggested refresh dates for each component; 

 Make recommendations regarding ongoing maintenance of the new audiovisual 

system; 

 Meet with project stakeholders to review the report and findings; 

 Draft Meeting Minutes for meetings facilitated by the consultant; 

 Assist with drafting training plans that can be used by City staff to finalize a 

training plan for end-users regarding the proper use of the new audiovisual 

system; 

 Draft addenda responses to Requests for Information as part of the subsequent 
solicitation; 

 Review Bid Documents;  

 Act as liaison between Contractor and City for subsequent solicitation; 

 Assist City staff with pre-bid walkthrough for potential bidders; 

 Attend kick-off meeting with the contractor selected to implement the 
audiovisual designs;  

 Attend all related Project meetings; and 
 Upon completion of the Project, assist City staff with final walkthrough of the 

completed system to confirm the system was constructed according to design 
specifications. 

 
 

 


